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MEMORANDUM FOR THE RECORD 


SUBJECT: Agency Annual Report 


1, [trom the Office of Finance phoned this morning to a 
inquire about that section of the Annual Report requirements which specified 

that each component would include a list of "key documents and files for 

permanent inclusion in Agency archives. " He pointed out that neither the 


system nor the instructions for development of such lists had yet been issued. 


2. We contacted in O/PPB and attempted to contact the a 
author of the Tab B, Mr. Drell, and ho is supposed to be in 25%1 
charge of this program. Both are currently on leave. We therefore instructed 
EEE... will instruct other Offices similarly, that his annual report 25X1 
should merely note that the list of key documents and files for permanent in- 
clusion in Agency archives will be submitted separately when the system and 
instructions are available. 


25x81 
Acting Chief, DD/S Plans Staff 


Distribution: 
Orig - DD/S Subject w/background* 
1 - DD/S Chrono 
1 - PS Chrono 


* DD/S 72-2676 dtd 6 July 72 re Agency Annual Report 


SUBJECT TO GENERAL NECLESSIFiGATION SCHEDULE 
OF E. 0. 11652, AUTCRIATICALLY DOWNGRADED AT 
TWO YEAR INTERVALS ania CECLASSIFIED ON 


CONFIDERTIAL 
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TRANSMITTAL SLIP | oe 93 June 1972 
en. B 


Each Support Office Head 


ROOM NO. BUILDING 


REMARKS: 


The attached deserves a careful 
reading. We have delayed sending it 
in the hope that some supplemental 
instructions would be forthcoming, 

It now looks as though it may be a 
while before any formal guidance is 
produced. Meanwhile, you should 
begin thinking about how we are going 
to meet all of the requirements. 


FROME hief, Support Operations Staff, DDS 


ROOM NO, BUILDING 


71) 02 Hgs. 


EXTEN 


FORM HO ‘O44 REPLACES FORM 36-8 
{FEB 55 WHICH MAY BE USED. 


Att. 

DD/S 72-2128, Memo dtd 26 May 72 to DDI, DDP, 
DDS&T, DDS fr ED-C; subject: Information Control-- 
Archives, History and Records 


Distribution: 
Orig ~ D/CO, D/F, D/L, D/MS, D/P, D/S, D/TR 
w /att 
a - DD/S Subject w/att 
1 - DD/S Chrono 
1 - SOS Chrono 


DDS/SOS:RHW bkf] {23 Jun 72) 
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TRANSMITTAL SLIP 


TO: - : 
Deputy Director for Support 


ROOM NO. BUILDING 


REMARKS: 


FROM: 
Executive Director-Comptroller 


ROOM NO, BUILDING EXTENSION 


FORM NO. 9 4] REPLACES FORM 36-8 
{FEB 55 WHICH MAY BE USED. 
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26 May 1972 


MEMORANDUM FOR: Deputy Director for Intelligence 
Deputy Director for Plans 
Deputy Director for Science and Technology 
Deputy Director for Support 


SUBJECT ~ : Information Control -- Archives, History, 
and Records 


l. Executive Order 11652 and the implementing National Security 
Council Directives governing the clas sification/declassification of national 
security information must be implemented by 1 June 1972. It is also clear 
that new pressures are building under the Freedom of Information Act 
toward declassification of events in U.S. history wherein CIA played a 
significant role. The implications of these developments clearly require 
the fullest coordination of information control procedures, including 
records management, histories, and archives administration. It follows 
that we should provide a single mechanism for the execution of these pro- 
grams. 


2. In essence, the three elements of Information Control: Records 
Management, Archives, and History, all record our experience to make 
jt available for future use as required. This use includes file searches 
for current operational support, briefing and training new personnel, and 
answering press or congressional questions as to the Agency's role in 
earlier events. The problem is to design’a system which will satisfactorily 
answer the needs of the future in these fields with a minimum expenditure 
of man-hours and funds at present. Inthese days of declining personnel 
ceilings, we obviously cannot dedicate large amounts of current manpower 
to making immediately available detailed answers to all contingent ques- 
tions. At the same time, we must constantly protect the sensitive sources 
and methods of intelligence in the national interest and respect our fiduciary 
responsibility for the safety of many of our sources. 
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3. In our approach to this problem in this internally compartmented 
Agency, it is essential to decentralize much of the responsibility and most 
of the actual effort. At the same time, this decentralization needs to be 
matched by a system which will indicate the degree to which minimum 
standards are met by all units, and a mechanism by which units can profit 
by interchange of experience and by sharing solutions. 


4. In our analysis we must clearly recognize different kinds of information 
material and the different purposes we expect them to serve. Some of our 
records are important basic reference tools, e.g., CI files. Some are 
analyst working files of moderate life requirements. Some are formal 
publications of the Agency distributed elsewhere in the government with 
source sanitization. Some are operational records and documents, and 
some of these are highly sensitive and must remain compartmented as well 
-as classified. Some of our reviews of past events are essentially chronicles 
of these events, which have value to new arrivals. Some should be analytical 
reviews drawing lessons and conclusions. Our system should reflect these 
differences if it is to do the job needed. 


5. The following overall approach to this situation has been developed 


for implementation through the mechanisms indicated: 


a. Records Management{ | 


(1) Effective records management is the foundation stone of 
any satisfactory action in these fields, as well as current operations 
depending upon effective records. It must be the subject of continuing 
and serious attention at all levels of the Agency and is the direct and 
full responsibility of each Directorate and subordinate unit with respect 
to its own records. The Executive Director will report on the Agency 
program periodically to the Director and Deputy Director, and it will 
be reviewed semiannually with the Deputies. 


(2) Therefore, a new Records Management Board is hereby 
established with senior officer representation from the Office of the 
Director and each of the Directorates. The Office of the Director 
representative will be the Chairman and the Agency Records Manage- 
ment Officer. The Directorate representatives will be of senior grade, 
will be the Directorate Records Management Officer, and will be 
assisted by full time Technical Assistants if they have other respon- 
sibilities. This Board will serve as the internal Agency Classification/ 
Declassification Review Committee in compliance with Executive Order 
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11652. The Board will be supported by a Technical Committee of —_— 


full-time Records Officer representatives from each Directorate 
and such panels as may be required. 


(3) The first order of business for this Board will be the devel- 
opment of a system and structure for the integrated administration and 
management of our archives, history, and records declassification 
systems, following the general principles outlined in this memorandum. 
Regulations developed for publication in time to meet the 1 June deadline 
of the Executive Order and implementing instructions are to be regarded 
as interim measures to satisfy the immediacy of the deadline and serve 
to highlight the importance of immediate concerted effort to establish 
orderly and meaningful long-term programs. 


(4) The Records Management Board will report its conclusions, 
recommendations, etc., (with any dissents) directly to the Executive 
Director. The Records Management Board will make semiannual reports 
to the Executive Director, outlining the status of the Agency's Records 
Management Program, any problems it is experiencing, and its recom- 
mendations for improvement of the program (including reports on records 
management to be submitted by the Directorates). The Executive Direc- 
tor will consult with the Deputy Directors before implementing any such 
recommendations. The present CIA Records Administration Branch, —_ 
Support Services Staff, DDS, will be transferred to the Office of the 
Executive Director-Comptroller and will become a Secretariat for the 
CIA Records Management Board. The CIA Records Center will remain 
under the supervision of the Chief, Records Administration Branch in 
the Office of the Executive Director. 


(5) The Records Management Board will furnish a nonvoting 
member to the Agency Information Processing Board, with authority 
to submit agenda items and recommendations to the Information Pro- 
cessing Board. He will particularly bring to the attention of the Infor- 
mation Processing Board those aspects of the Agency's Records Manage- 
ment Program which should be considered by the Information Processing 
Board, with any recommendations for support of the Agency Records 
Management Program requiring Information Processing Board action. 
He will similarly make available to the Records Management Board all 
information coming before the Information Processing Board which 


might be of value or be appropriately considered by the Agency Records 
Management Board and its members. 
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(6) The Records Management Board will develop recommen- 
dations_as to categories’ of Agency records (such as the categories 
in@aragraph 6 abovey plus any others deemed appropriate) and as 
tos if; idelines for the selection, retention, and declassifica- 
tion of records in these categories. These guidelines should also, 
where appropriate, include time periods for retention and declassi- 
fication by category and indicate disposition thereafter, and include 
appropriate measures to comply with legal and executive require- 
ments for retention and declassification.. In particular, recommen- 
dations should be made as to the identification of categories which 
might appropriately be retired as classified government documents 
under GSA auspices or passed to the National Archives, rather than 


held solely under CIA control to protect intelligence sources and 
methods. 


(7) The Records Management Board will serve as the forum 
for recommendations for declassification, Agency contributions to 
other Agency historical programs and other interagency problems 
involving the Agency's records. Inthis process, coordination will 
be made as appropriate with the General Counsel, the Director of 
Security, etc. 


b. Archives 


(1) Each unit submitting an annual report (see below) will. 
._- identify its key documents and files for permanent inclusion in Agency 
\ Archives. The Records Management Board will develop the system 
| or systems by which such documents will be identified on a systematic 

basis during the year and indexed for later access and declassification 
Yeview as an element of the Records Management Program. Annually, 
each unit will make an overall review to ensure that the documents 
marked for archival retention are neither excessive in detail, inappro- 
priately classified nor incomplete through omissions. A certificate to 
this effect will accompany the unit's Annual Report, and the Agency 
Archivist will report any problems in this process to the Executive 
Director through the Records Management Board. 


(2) The Agency Records Management Officer will also be 
appointed as the Agency Archivist, to supervise the Agency's Archives 
Program. He will coordinate the execution of the Archives Program 
through the Agency Records Management Board. He will work in close 
coordination with the Agency Historian. The Deputy Directors in their 
Directorates will appoint their Records Management Officers also as ae 
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Directorate Archivists, to supervise this program in the Directorate. 
The Agency and Directorate Archivists will supervise compliance 
with overall Agency Archives regulations to be drawn up and issued 
after consultation with the Deputy Directors. A semiannual report 

to the Executive Director onthe Archives Program will be prepared 
by the Records Management Board. 


The major thrust of the Agency Historical Program will be 
placed on the development of analytical histories of important Agency ae 
activities and operations. The "Office History'' approach to date, 
which has been largely successful in bringing our history up to 1965, 
will no longer be the major focus of the program, as the chronicling 
of future Agency activity will take place under the Annual Report 
system outlined below. Thus, future Agency histories will take major 
subjects of Agency activity and analyze the ways in which the various a 
elements of the Agency worked together to produce the overall contri- 
bution to the operation in question. There will be some situations in 
which a single element of fhe Agency provided all or most of the Agency 
participation in any one activity. There will be occasions also when 
sensitivity will require that any analytical review of an operation be 
conducted in a most restricted fashion, This will apply to many 
Clandestine Service histories. Priority will be given to establishing 
the basic Agency history of the more prominent operations and acti- 
vities in which the Agency has been engaged, e.g., Cuban Missile 
Crisis, Bay of Pigs, War in Vietnam, War in Laos, Congo Operations, 
U-2 Operations, etc., with particular attention to lessons derived from 
these experiences. These histories should also be indexed in a fashion 
to permit their use to provide immediate response to public or con- 
gressional inquiries on these prominent events to the extent feasible. 
Histories will in the future depend upon Annual Reports for general _— 
chronicle and upon the Archives Program for identification of key 
documents. The Agency Historian will be an ex officio member of 
the Records Management Board, will report directly to the Executive ~~ 
Director, and will work in close coordination with the Agency Archi- 
vist/Records Management Officer and the Directorate Historians who 
will be fully consulted on all matters affecting histories concerning 
their Directorates. 
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d. Annual Reports 


(1) To provide the necessary chronicle of the Agency's acti- 
vities at minimum expenditure of effort, a system of annual reports ae 
of the units and offices of the Agency will be developed. These will 
be submitted to the next senior command level for review and then 
held by the originating unit, with a copy incorporated in the Agency's 
Archives. The requirement for these annual reports will be timed 
and coordinated with the submission of the Agency's Annual Report oe 
to the President's Foreign Intelligence Advisory Board and the Agency's 
Annual Program submissions to avoid duplication of effort. The identi- 
fication of the elements to submit these annual reports and an outline 
of their format will be developed by the Agency Historian for the Execu- 
tive Director, in coordination withthe Deputy Directors. These may © 
include significant contractor units, when these played a significant 
role in Agency programs or operations. These annual reports should 
highlight major accomplishments, major problems and overall con- 
clusions and recommendations for future action in the unit itself or 
by elements supporting or associated with it. As required, compart- 
mented annexes can be compiled and held separately covering parti- 
cularly sensitive events. : 

(2) In many areas it will be essential to produce one-time 
reports to cover the years from 1965 (or the most recent history) to 
the current Annual Report. This will be undertaken by units identi- 
fied to submit future Annual Reports. In those situations in which an 
overall Agency history to be produced will cover the period in question, 
a separate Annual Report need not be developed (e.g., the War in Laos, 
the War in Vietnam), as the necessary chronicle and Archives can be 
developed at the same time as the analytical history. In other cases, 
however, a one-time effort to catch up to the current annual report 
system will be necessary, and this will be undertaken by the unit in 
question. Staff supervision of this activity will be provided by the 
Agency Historian and Archivist. 


e. Classification and Declassification 


The Records Management Board will be the focal point for the 
Agency's implementation of the classification and declassification 
procedures required by Executive Order 11652. The Board will coordi- 
nate as required with the General Counsel, the Director of Security, 
and others in carrying out this responsibility. The Agency Representa- 
tive to the Interagency Classification Review Committee under Section 
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'7 of this Order will work through the Agency Records Management 
Board in carrying out his responsibilities. 


f£ A Special Assistant for Information Control will be appointed = 
by the Executive Director to serve as Agency Records Management 


Officer, Agency Archivist, Chairman of the Agency Records Manage- 
ment Board, and perform such other duties in the field of Information 
Control as the Executive Director may prescribe. 


25X1 


W. E. Colby 
micecutive Director-Coxhptroller 


cc: Inspector General 
General Counsel 
Director of Security 
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8 MAR 1972 


NOTE FOR: Mr. Coffey 


SUBJECT : Executive Director Memorandum on Archives, History, and 
Records. 


Attached is my response to Mr. Colby's request for comments 
on his draft memorandum on Archives, History, and Records. 


Also attached FYI are: 
1. As Tabs to my memorandum to Executive Director 
A. Roster of Current Records Management Board 
Members. 
B. Definition of Archivist functions. 


Mr. Colby's draft memorandum. 


Excerpts from the Federal Records Act of 1950, 
Public Law 754 - 81st Congress. 


Agency's General Counsel Opinion (dated 2 October 
1950) on Compliance with Provisions of Law Pertaining 
to Federal Records. 


[memorandum for Record on Dr. Ehrmann's 


reaction to Mr. Colby's memorandum. 


Chief/Support Services Staff 


GROUP 1 
Exeluged from automatic 


S E downgrading and 
declassification 
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MEMORANDUM FOR: Executive Director—Comptroller 


SUBJECT : Support Services Staff Comments on 
kxecutive Director's Draft Memo~ 
randua dated 6 March 1972 to 
Deputy Directors, Subject: Archives, 
History and Records 


1. I think paragraphs one ghrough four of your menerandum pre- 
sent an accurate suamary of the bagkground, issues, and constraints 
facing us on these complex programs. I would suggest, hewaver, that 
paragraph two include a statement highlighting the legal requirement 
(the Federal Records Act of 1930 and associated Executive Orders) that 
each Federal Agency have an archives/records program to insure the 
identification and preservation of their "permanest' record material. 
Our OGC has reviewed the legislation and affirmed that the Agency must 
comply, the only exception being we may retain our documents in our 
own records storage facility for obvious aecurity reasons. Your memo~ 
randum correctly reflects that we cannot expect to dedicate large 
auounts of manpower to work on these programs; however, I seriously 
believe that we must be prepared to allocate at least one full-time 
positien in each Directorate to werk on their Directorate archives 
and two positions in the DCI area for the Agency Archiviat and a 
Deputy. I remain convineed that we cannot expect to make any signi- 
ficant progress on an archives program if it is bo be administered 
as an adjunct or a part-time duty of personnel currently assigned to 
Directorate records or historical programe. 


2. I have serious reservations on certain aspects of the pro~ 
posed overall appreach to implement Records Management and Archives 
Programs. The following comments are keyed to appropriate paragraphs 
in your memorandun: 


A. Paragraph §(a)(1)3 Although I agree that an 
Agency Records Managemant Board (RMS) should report directly 
to the Executive Director, I wish to epphasize that the 
RMB as it is new constituted (see Tab A) is simply not 
qualified or capable of generating the kind of programs 


SECRET 
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you envision in your proposal. The current RM meuber- 
ship (including the Cuairman) lacks the time, authority, 
managerial axperience, and steture within their own 
Directorates to address tiemselves to these broad 

policy problems. The Board members also lack the man-~ 
power within their own Directorates to staff out the 
basic studies needed to mount these programs. If the 
board je to function in this arena and report directly 

to thé Executive Director, {it must be reconstituted at 

a wore senior level (minimum grade 16) with appointments 
made by the Executive Director or by the Deputies subject 
to the approval of the Executive Director. At this level 
Board members could be expected to have some resources 
under their command to do basic staff work on these pro~ 
blews. I would suggest that the make up of the Board be 
somewhat along the following lines: 


Cheirman: Kotating ~ Selected by the Executive 
Director from Soard Membership 


DDP : Uhie£, Info ces - yay 
pp : Chief, BbLI — Staff - 25X1 
us &T + Special Assistant to UDSéT ~ 25X1 


DDS : i mies oe = - 25X1 


the eurrent meubers of the Board (i.e., the Directorate Senior 
Recowde Officers) could serve as staff assistants to the Board 
menbery, with the Agency Records Management Officer as the 
principle technical advisor to the Board. 


B. Paragraph 3(@)(2): In line with Comment A abova, | 
either the new Chairman of the reconstituted RMS or the 
Chief, Support Services Staff should be a non-voting member 
of the Information Processing Board to perfom functions 
described in this paragraph. P 


Dn ot On Dalene 2098/12/28 - CIA-RDP84-00780R004900020003-6 


Approved For Release 2006/12/28 : CIA-RDP84-00780R004900020003-6 


G. Paragraph 5(a)}(3): Notwithatanding Office of 
Security ebjections to previous proposals to transfer CIA 
records to GSA storage facilities, I feel that there may 
well be categories of records susceptible to non-CIA 
storage and that these can be identified by thorough study. 


BD. Paragraph 5(¢)}(1): 1 have a problem with two of 
the concepts in this paragraph. The first is the feasi~ 
bility of developing workable systems which will identify 
documents, rather than files, for inclusion in our Archives. 
IT eel that if only “key y documents" are identified, signi- 
ficant omissions will occur, despite the best~intentioned 
efforts. the records retention plans which the Directorate 
RMO's presently are concerned with, have as their principal 
objective the identification and preservation of permanent 
file series. This function is one that can best be done by 
qualified archivists in close coordination with the Agency 
eperating officials, Records Management Officers and 
Historians. 


The Agency Archivist and the Directorate Archivists 
Should play the primary role in any systems development 
for identifying permanent records. As noted above (para- 
graph 2.A above) tne Records Management Board does not 
have qualified staff, even if reconstituted, to perform 
this fyaction. 


K. Paragraph 5(c)(2): I agree thet the Executive 
Director~Comptroller should appoint the CIA Arehivist and 
that the Archivist should be a part of the 0/DCI organizca~ 
tion. I am concerned with the statewent that the Directorate 

,Avchivists “initially...need not be full-time." I do not 

“welieve that the Directorate jobs can be handled on a part- 
time basis, and definitely not as an additional duty by the 
Uireetorate Records Management Officers, some of whom are 
now serving ouly part-time in the Records Management 
functf@en. fhe Lirectorate archivists should be individuais 
whe cawy on a full-time basis, apply the professionel 
archives principles espoused by National Archives (see 
Teb 8)- ‘ha Agency should be prepared to insure that the 
pDirectorate archivists receive the necessary training to 
prepare them for this responsibility. 


itn, 
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we 3. I hope the above comments do not strike you as being too 
“negative” in nature. I assure you they are meant to be constructive 
as I am most appreciative of your interest in and support of these 
progtame. 1 welcome the opportunity to meet with you to clarify and/ 


or elaborate on these comments prier to your presenting this proposal 
to the deputies. 


SIGNED, 


Chief, Support Sexvices Staff 


Attaghments 


pDS/SSS/HEP:LRF:rf (8 March 1972) 
Distribution: 
Orig. & 1~Addressee w/att 
1-DDS w/att 
1-SSS Subject w/att 
1-SSS Chrono 
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ARCHIVES 


As defined by the Civil Service Commission for the Archivist 
of the United States, Archives are '(1) those bodies of non-current ‘ 
_ permanently valuable records that form useful evidence of the or- 
ganization, functions, policies, decisions, procedures, operations 
or other activities of Federal Agencies or very important Federal 
Officials, or (2) those records that must, or should, be preserved 
for their informational content.....Archival records document of- 
ficial actions and serve as sources for official reference in the 
prosecution of the affairs of Government by providing a record of 
past actions. The information contained in Archives is essential 
to historians, political scientists, economists, sociologists, or 
other scholars engaged in study in various aspects of our society." 


Professional archival work involves the following beese, but 
not mutually exclusive, functions: 


(1) Appraisal and disposition 
(2) Arrangement and description 
(3) Preservation and rehabilitation 


(4) Documentary publication, historical editing, 
and exhibit of archival materials 


(5) Reference service 


A sampling of these functions are described below to further 
clarify the professional distinctions between Archivists and Records 
Management Officers: 


(1) Records appraisal and disposition involves the analysis 
and evaluation 6f inactive records to determine their con- 
tinuing value and to provide advice or make decisions about 
their destruction or permanent retention. Archivists employ 

a comprehensive knowledge and understanding of the history, 
organization, and operations of the Agency; the legislative 
authorities and responsibilities of the Agency as these re~ 
late to the development and retention of records; the organi- 
zational, functional and records relationships of the Agency 
to other Agencies and activities in the intelligence community 
and federal government at large; and the needs of the scholarly 
community. 
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'. (2) Archivists engaged in records arrangement study the 
origins, the organizational and functional history and 
administrative procedures of the producing units. They. 
‘analyze the records to decide the arrangement that will 
best reveal their character and significance; protect 
their integrity as historical evidence of organization 
and function; and facilitate their location, description, 
and use. 


(3) Preservation involves safeguarding the archival 
material from deterioration or impairment.of their 
value through alteration. It considers the condition 
of the records; the nature of their evidential or 
informational value; the extent of their use; and the 
cost of repair and rehabilitation. 


(4) Archivists involved in publication work carefully 
study the documents to be published to resolve questions 
of origin and authenticity. They employ a thorough 
knowledge of the substance of the documents and persons, 
circumstances, or events to which the documents relate. 
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MEMORANDUM FOR : Deputy Director fer intolivonece 
~ % Daputy Director for Plane 
Deputy Director for Science & Technology 
Deputy Director for § ispeort 
SUBIECT : Archives, History, and Records 
1 Considerable study and discussion has taken wigece of the 
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Agency Historical Program, and the Records Management and 
‘ivehives Programs. This iMommeorancdas will outlne 2 haste aoprase!l 
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make it available for future use as required, This use includus fi 
searches for current Operational suport, briefine and training now 
personacl, answering press ar Congressional questions as te tag 


Agency's role in earlier events, etc. The problem is to desten a 
aysctormn which will saftiole ctorily answer he neede of the future in 
EEE BAR CEO LILY BT TARE VAD 


a 


these fields with a minimum expenditure of man houra and g : 
resent, “In these days of declining versomel ecilings, we obviously 
cannot dedicate large amounts of current “AAupower to meking Jmune- 
diately available detailed answers to all contingent questiong, On <i 
other hand, some records have divect value to future operations and 
cortainly our need to handle press or Congressional questions warns us 
of the need to devote an éppropriate effort in this direction, 

3. In our approach to this problem in this internally corasart- 
maonted Agency, it is essential ts decentralige much of ¢ha recvonsibil. 
ity and most of the actual effort, At the same time, this decentralivs- 
tion neods to be matched by a reporting system which will indicate t 


“4 


Gegres to which minimum standards axe met by all units, and a mechs - 
x 


os ah 
Wo ea 


* 


iam by which wnits can promt by interchange of experience and by chax- 
ing solutions, 


#, In our analysis, we must clearly recognize different kinds of 
records material and the different PUY POses we expect thom to serve, 


¥ 
Some of our recorde are important basic reference tools, @e.g., CI filus, 
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Sore ar eanalyst working Niles of moderate life requirements, forme 

ave formal publications of the agency distributed elsewhere in the sovern- 
ment with source sanitization, Some are alecregere’ ine and cocu~ 
ments. Some of our reviews of past events are esse tially chronicles 
of these events, which have value to new arrivals,  Soraic re ; 
lytical reviews drawing lessons and conclusions. Our eystan should 2 
fect these differences if it is to do the job needed, 


56 
veloped fo 


The following over-all approach ta this situation has been da- 
¥ implementation through the mechaniems indicated: 


e) a siehis! : Menars a < nf | a a 


(3 The Race tes Manarerment Board, with cenresenta- 
tion frarm seach INrectorats, will eda its concluste ons, VOCGMI 
mendations, etc, , fick any digsente) directly to the Eeseutiva 
Director, The Deputy Dire ctor tes eaten will x emai Gavia. 
istrativaly responsible for the over-all Records Masagemant 

ILLEGIB Progvam while cach Dice storate will remain responsible for 
the Records Management Yrogram withia ite own Dlreectorsta. 
The Chairman of the Records NManagenmient Board will be the 
Agency Records Adrainistratioa Oticer, aduinist heaes vee 
sponsible to the DDS through the Support Services State, Whe 
Records Management Boerd will make semi- ansielt rauorta to 
the Executive Director, oufl lining the status of the Ave ney's 
wh Records Rei Asterina Program, any problema it is exporiencin 
and its racomumendations for imeroverent of the 5 Drorran eal 
cluding reports on Records Ma anRgement to be oubt mitted by tlic 
Directorates), The Executive IMerector will conault with the 
Deputy Directors bafore imy lementing any such recomyrienda- 
tions, 


a 


{2} The Agency Records Administration Officer will b2 
& non-voting member of the Agency Information Py ecessins 
Hoard, with authority to submit agenda items and recom MA SHGe 
tions to the Information Processing Board, He will particulay- 
ly bring to the attontion of the Information Processing 1 Boa a 


o& those aspects of the Agency's Record Managernent Program 
which should be considered by the Inform ation Processing Doard, 


with any recommendations for support of the Aganey Rocerd 
sei auc Program requiring Informat ion Procesaing Bocerd 
action, fe will similarly make available to the Recor 
agement Boar rd all information corning before the Inforraation 


baie sam eng poy 


ined ties aes 


} 7 
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. Byocessine Board which a ight bs Of whine or bo agovopriatuly 


Oh ty & * 
considered by the Agancy Records Managerment Board and its 
members, - 

(3) The Records Management Board will develow rocovm- 


-‘mondations ae to categorias of Agency records {such as thu catco- 
gories in para < above, plus any others daemed appropriate) 
and as to specific guidslines for the selection and retcation of 
dabei in the secateyories. Thess guidelines shoule alse 
here appropriate include tima periods for rotentian oy cate. 
gory and indicate disposition thereafter, and include arp sropri- 


ate measurcs to comply with jeeet aad Executive requlreiuscute 
for retontion and ares gification, In particular, recomrmonds- 
tions should be made as to tha identification of caterories which 
might appropriately be retired as clacsified pena at coau- 


ments under GSA auspices or passed to the Netroee a Aschives, 


neo rather than held solely under CLA control te pretest datallizonce 
sources and methods, 


(b) Annual Reports Te provide the necessary chronicl: of 


of the Ag ency's gs activilies en minimum expenditure of effore aye 
tern of annual reports of the units and offices of the Meeney wi All on 
developed. Thes se will be a part of the anaual propram proposal 
submitted by these unite in respones to the program call, coveviaz 


significant events within the unit during the previous year. The 
TY 


identification of the clerments to submit these annual reports anid an 
outline of theis cae: will be doveloped by the Office of PPB in 
coordination with the Deputy Directors, These annual reports 
should highlight major accormplishments, major problems and over- 
all conclusiong and recommendations for future action in the wait 


itself or by elements supporting or associated with it. 
{ic} Archives 


(2) Inthe process of compiling its ; Annual Revorz, ench 
unit submitting such a report will ide entity dt s key documents 
for the year in question for Orne sat inclusion in Arponcy 
Avchives. The Records Management Board will develo the 


system or systerns by which such hae enn be identified 
ona systematic basia during the for shai ccatl ia the 
Annual Report. The Annual Rep oe weil eee de an occagior 


+ 


fox an over-all review to insure gcc the decumeante marked 
for archivel retention are usither oxcessive im detail ner in- 
completes through omissions, 


pe ea eee oR 
: pity 
tore Pa Beddaw GP bacds 
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wb ee ce tee et 


iz) An Agency Archivist will be appolated te supor- 


. wise the Agency's Archives Program, and will raport cirectiy 


to the Executive Idrector, He will be a momber of the Aconcy 
Records Managarmant Board and will coordinate the omecution 
ofthe Archives Prograra through this Board, He will also 
work in close coordination with the Acency Records Manare- 
ment Officer and the Avency Historian, Archivists will be 
appointed by the Deputy Eivrectora in thely Diractorates to 
supervise this program in the Directerate. No additional 
spaces will be made availablo for these Directorate pocts 
and initially they need not be full-time ifthe fimetions can be 
handled ona part-time basis (e.g., by the Directorate Records 
Management OfMicers}, The Agency and Directorate Archivisia 
will supervise compliance with over-all Agency Archives remve- 
lations te be drawn up and issued after consultation with the 
Deputy Directors, A semi-annual report te tha Exocutive 
Director on the Archives Program will be prepared and coor- 
dinated with the Records Manavemeont Board, 


THOSALS, 
in order to permit the automatic retirement and disposition 


of records without loss of the key archival decumants. Archivos 
will be physically held by the Records Management Officer ta 
the Records Center, under guidelines established by the Azcacy 
Archivist. . 


2 


(4) The Annual Reports will provide basic indices of 
archival decuments for future reference, 


be placed on the development of analytical histories of impor- 
tant Agency activities and operations, The "Office Mistery" 
approach to date, which hae beon largely successful ia bring- 
ing our history up to 1965, will no longer be the major focus 
of the program, as the chronicling of future Apency activity 
will take place under the annual report eystem outlined above. 
Thus, future Agency histories will take major subjects of 
Agaeney activity aad analyze the waye in which the various 
elaments of the Agency worked together te produce the over- 
all Agency contribotion to the operation im question, Thera 
will be sorne situations in which a single element of the Agency 


¥ 
a 


a 
a 
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provided ali or most of the Agency participation in aMy OMS 
activity. There will be oceasions also when eonettivity wikl 
require that any analytical review of an operation be con- 
ducted in a most restricted fashion, This will ayoly to man 
Clandestine Services histories. Priority will bo given to 
satebHehing the bawie Agency history of the rnore promincnt 
operations and activities in which the Agency has becn ens: phgterer 
&.g-, Cuban Missile Grisis, Bay of Pigs, Wav in Vietnam, 
War in Laos, Conce Orerations, U- fA Onees tions, ofa. , with 
particular attention to lessons derived from these Sree cored 
and establishing a convenient method of immediate re FEsvanss 

to public or congrassiona islet inquiries on these prominent events. 
Histories will in the feture depend upon the Anaual Raperts for 
such raw material and identification of key documents throuch 
the Archives a SOR ern: Phe Agency Historina will be an ou-offiels 
member of the Records Management Board, will report direecty 


te the Executive Director, and will work in close COOLrainma ics 
‘with ne ee Archivist and the Agency Records Marayornaent 
Officer. 


6 Interim Pertod, 


In many areas ii will be essential to produce one-time rsvorts 
to cover the years fror 1965 (or the most recent history) to the current 
fonual Report. This will be undartaken by each unit ideadified te oubnuls 
futuro Aunual Reports. In thoes situations in which an over-all “Aconcy 
history to be produced will cover the ile in question, 2 20 wate Annus lt 
Report need not be developed, (e.¢., the War in Laos, tha War 


as the necessary chronicle and Archives can ba develosed a 


: in View Pear) MIELP, 


F 


ay Ae eee 
ws owe 
ao the analytical history. In other cases, POW OS ie onaetitne off 


catch up to the current annual report system wilh be necessary and thic 
will ba undertaken by the unit in question. This activity will be oupor- 
vised by the Agency Historian and Archiviet. 


W. E. Colby 
Executive Director-Cormptroller 
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: : 9 (Pou. Law 754.J 
records for Federal agencies pending their deposit with the National 
Archives of the United States or their disposition in any other manner 
authorized by law; and to establish, maintain, and operate centralized 
microfilming services for Federal agencies. 

*(o) Subject to app licedle provisions of law, the: Administrator 
shall promulgate regulations governing the transfer of records from 
the custody of one executive agency to that of another, 

“(t) Tho Administrator may empower any Federal agency, apon 
the submission of evidence of nead therefor, to retain records for a 
Jonger period than that specified in disposal schedules approved by 
Coaprens, aod, in accordance with rogniations pronudgated by Tita 
mivy withdraw disposal authorizations covering recovds Listed in dise 
posal schedules approved by Congress, 


“RECORDS PANAGEMENT | AGUNOY IZEADS 


fee COO Ca) The head of erach Federal aveney shall canse to be 
’ tied 


Wade and preserved cecords containbuy adequate and proper docu- 
aeniation of the organization, funclious, policies, decisions, pro- 
codes, anid essentinl driasaeiions of thea ageney and designed. te 
fortish (io information neecssary fo protien the lewd and tnancinal 
vights of Che Government and of persons directly affected by the 


aeeney's aelividies, 


“(b) Pho head of each Bederal ageney shall establish aud maintain 
anactive, continuing prograin Tox the economical and efficient manage- 
enk at the records of the ayeney. Sueh program shail, anoug other 
things, provide for (1) effective coatrols aver the ereation, maiiie- 
mines, and use of records in the coudnet of current business: (2) 
cooperation with the Administrator in applying standards, procedures, 
and techniques designed to improve the management of records, pro- 
mois the maintennnce and security of records decmed appropriate for 
preservation, and facihi(ate the segregation and disposal of records of 
temporaey value; and (8) compliance with ¢he provisions of this 
tile and the regulations issued thereunder. 

“(¢) Whenever the head of a Bederal ageney determines that sub- 
stantial economies ov inereased operating efliciency can be effouted 
therehy, ho shall provide for tho sioraye, processing, and servicing of 
records Chatare appropetite therefor in a records confer niniatained 
vad operated by Cha Administrator or, when approved by the Adioin- 
istertor, bosueh a center manio’aced: aad operated by tio trem of suche 
dederal agoney. 

“(d) Auy official of the Government who is authorized to certify 
lo facts ou the basis of records in his custody, is hereby wilhorized to 
certify to facts on the basis of records Ghai have been transferred by 
honor his predecessors to the Aciitiadt erator, 

“Ce) Phe bead of each Mederal agency shall esiablish such safe- 
guards against the removal or loss of records as hie shall determing 
to ho necessary ands iay be required by regulations of the Admin« 
Inteator Such mefoguards shalt dochide making it known to all offi- 
cindy vod onployees of the ageney C(t) Ghat no records in the custody 
of Che crgeney are to bo atienated or destroyed excopl in accordance 
with the provisions of tha Ack approved July 7, £0g8 (27 Stat, 680 


osd), as nnonded duly 6, Lod0 (69 Stat. dst), and (2) tho penalties 


e 
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“pos, LAW 764.5 5 : 10 


provided by law for the unlawful oe or destruction of ‘records, 

“(f) The head of each Federal agency shall notify the Adminis tra- 
tor of any actual, impending, or threatened unlawful removal, defac- 
ing, alteration, or destruction of records in the custody of the agency 
of which ho is the head that shall come to his aitention, and with 
the assistance of tho Aduunistrator shall iniviate action theongh the 
Attorney General for the recovery of records hic knows or has reason 
to believe have been unlawfully removed from his agency, ov frora 
any other Iederal agency whose records have been transferred to his 
legal custody. 

“U(r Nothing in this title shall be construed as limiting the anthor- 
ity of the Comptroller General of tho United States with yespech Lo 
prescribing acconnting systems, forms, and procedures, or lessening 
the responsibility of collecting and dishes ing officers for vendition 
of their necounts for settlement b y the Gener al Accounting Office, 


“ARCHIVAL ADM UNSSURATION 


“Sn. 507, (a) The Administ: ator, whenever it appears lo him lo bo 
in the public interest, is hereby authorized— 

“(1) to accept for deposit with the National Archives of the 
United States the records of any Vederal arency or of the Congress 
of the United States that are determined by the Archivist to havo 
sufficient historical or other value to warrant thei continued 
preservation by the United States Goverutment: 

“(2) to direct and effect, with Lhe approval of the head of the 
originating age mney (or if the existence of seach agency shall have 
beon terminate ed, then with the approval of his suecessor in Bue: 
tion, if any), the transfer of records deposited (or approved for 
deposit) with the National Archives of the United States to public 
or educational institutions or assovi: tions: Prowided, Chat tho tile 
to such records shall remain vested in the United States unless 
other wise authorized by Congress; and 

‘(3) to direct and effect the transfer of materials from private 
se authorized to be received by the Aduiinistvator by the 
provisions of subsection (Go) of this section. 

“(b) ‘Tho Administrator shall bo respousible for the custody, se, 
and withdrawal of records transferred to hing: Zraakded, Thal. wheu- 
evet any vecords the use of which js subject to statalory Tiinitations 
and restrictions are so transferred ) periaissive nad: restrietive stalalorty 
pres with respect to the exiioination and use of mich records 
appheable to the head of the agency trom which the records wers 
transferred or to employees of int. ageuey shall dherea flor likewise 
boapplheable lo the Adintustrator, the Archtvish, aod to the cap loyees 
of the General Services Adiuiinistration, vespectively: /rovided [ure 
ther, That whenever the head of sny agency shall specify in writing 
restrictions that appear to-him to be necessity or desirable ha the public 
interest, on the uso or examination of records being considered fou 
transfer from his custody to the Administrator, the Administrator 
shall impose such restrictions on the records so feansferred, and shal 
not remove or velax such resteichions without Ghe concuyrenee ti wrib- 
ing of the head of the agency from whieh the material shall lave been 
transferred (or if the existence of suche agency shill have been tec 
nunated, then he shall not remove or relax such xestrictions without 
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AGENCY GENERAL COUNSEL OPINION 
2 Octoser 1950 


‘COMPLIANCE WITH PROVISIONS OF Law PERTAINING TO 


“THOUGH EACH SPECIFICALLY EXEMPTS CIA FROM 


FEDERAL RECORDS 


THE CENTRAL INTELLIGENCE AGENCY MUST COMPLY WITH 
THE REecoros Disposat ACT, INSOFAR AS 


1T DOES NOT 
CONFLICT WITH THE PROVISIONS OF PUBLIC Law 253. 


Tee CENTRAL INTELLIGENCE AGENCY SHOULD COMPLY WITH 


Puptic LAWS {52 ano 75 woenever POSSIBLE, EVEN 
iTS PROM 


VISIONS. HOWEVER, IF SUCH COMPLIANCE WOULD RESULT 
IN THE UNAUTHORIZED DISCLOSURE OF INTELLIGENCE 
SOURCES AND METHODS, PusLic LAw 253 musT Be 
FOLLOWED.’ 


THE CENTRAL INTELLIGENCE AGENCY SHOULO COMPLY WITH 
Executive Oroer 970lPwHenever POSSIBLE, ALTHOUGH IT 
DOES NOT REQUIRE DISCLOSURE OF CONFIDENTIAL INFOR™ 
MATION WHICH WOULD ENDANGER THE NATIONAL 


LIVES OF INDIVIDUALS. CONSEQUENTLY, NO RELIANCE 
UPON PuBLic LAW 253 SEEMS NECESSARY. 
t 


PUBLIC Law 253 PROVIDES THAT THE DIRECTOR OF CENTRAL 


INTELLIGENCE “SHALL BE RESPONSIBLE FOR PROTECTING 
INTELLIGENCE SOURCES AND METHODS FROM UNAUTHORIZED 

DISCLOSURE." IF THE DIRECTOR DEEMS COMPLIANCE WITH 
ANY EXISTING LAW WILL RESULT IN SUCH DISCLOSURE, NO 


COMPLIANCE IS NECESSARY. 


Dated Se pt, os, 1946. Provides for the wore 


effier art use and for the 
i 5 
dis poss tion of Sou't record: 


[ransfee aud other 


ae 


—_—_—_— ee 
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ry 


7 March 1972 


25X1 


| 


1. I spoke with Dr. Ehrmann at 1300 hour, 7 March, concerning 
the draft from the Executive Director. Dr. Ehrmann said: 


a. He is enthused about the appointment of an Archivist 
and his membership on the Records Board. (He is glad that the three 
people who identify Archives (RMO, Archivist, and Historian) are on 
the Board. 


b. He intends to express concern over the mistaken concepts 
of History and Archives. 


c. He feels that an Archives is not a collection of Key 
Documents. Archives are files with many documents. 


d. He feels that histories do not come from annual reports. 


e. He said that Archivists must be professionals by train- 
ing and experience and their work cannot be handled on a part-time 
basis. 


f. He feels it would be an error to have Directorate Senior 
Records Officers also assume the duties and responsibilities of 
the Directorate Archivists. 


g- He feels the RMO's are not professional Archivists and 
do not have time enough for the work. 


h. He feels the Directorate Archivist should be subordinate 
to the Agency Archivist and not independent. Z29X1 


oral 2. Professor Ehrmann concluded that he has tried to contact| _| 
Lt phone. The Professor is waiting a return call at which time he 
intends to stress that: "This paper is not ready to go to the Deputies. 
The matter is too important to be acted upon hastily." Neither does the 
Professor want the proposal to be killed off or withdrawn. "We should 
continue to work to establish the Archives." He is afraid the Deputies 
will accept the paper as it stands and the Archives could not successfully 


function under these circumstances. 
| ae 
6RouP 7 
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: MEMORANDUM FOR: Executive Director -Comptroller 
Bill: 


This is revised to reflect our discussion Thursday. 
| Houston's memo, since received, suggests you may need 
to chair the Classification Review Co ittee. If so, this 
may need further revision. I'll be glad i + you may pre 
fer to name your Committee and have them do it. While 
the route mapped here may be necessary to get this pro- 
gram underway, I think you should have in mind putting all 
but the Board (back) into Support once it is rolling. This 
is program-wide. Also, I think it not wise management 
to hang working programs on y i 


W. Coffey 
apes, MOAB May 1972 


: TANT Yrocabe betes 
FORM NO. lo} REPLACES FORM 10-10) ‘ ; (47) 
1 AUG 54 WHICH MAY BE USED. v 


SOS/DD/s|__ bt (19 May 72) 

Rewritten: ADD/S:RSW/ms (22 May 72) 

Distribution: _ 

Orig Blue Note - Adse, w/O&8 of Att (DD/S72- ) 

1 - DD/S Chrono 
1 - DD/S Subject, w/cy of Att “A 
1 « Chief, SOS/DD/S, w/cy of Att 
1 - DC/SSS, w/cy of Att 


25X1 


25X1 


DD/S 72- 2/2 f> Memo dtd 2 hag ZZ for OD/S) DD/I, 


DD/P, DD/S& Tir Ex. Dif. -Compt., sul j: Archives, History, 


and Records; w/cys for IG, General Counsel, D/S. 
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MEMORANDUM FOR: Executive Director-Comptroller 


Bill: 

Attached is a somewhat hurried revision of your 
memorandum about the records program to reflect 
some of the more basic ideas we discussed yesterday 
afternoon. The probability, as it appears from Larry 
Houston's memorandum just received, that you will be 
the Chairman of the Agency Classification/Declassifica- 


tion Review Committee may introduce some awkwardness 
in the way we have this-worded. I'll be glad to work 

it over again when that has been decided, Alternatively, 
if you are to be the Chairman you may want to establish 
the rest of the pfembership and have the Board produce 

a final paper.” 


John W. Coffey (DATE) 


FORM NO. REPLACES FORM 10-101 
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MEMORANDUM FOR: Deputy Director for Intelligence 
Deputy Director for Plans 
Deputy Director for Science and Technology 
Deputy Director for Support 


SUBJECT : Archives, History, and Records 


1, Executive Order 11652 and the implementing National Security Council 
Directives governing the classification/declassification of national security infor- 
mation must be implemented by 1 June 1972. While classification is the subject 
which these directives address, the overriding implications of their provisions 
seem Clearly to place compliance within the province of records management, _ 
histories, and archives administration. Classification and declassification are 
command responsibilities but so are records management and history. It seems 
to follow that we should provide the single mechanism for the management of 
these programs, 


2. itis my intention, therefore, to create a new Records Management 
Board with senior level representation from the Office of the Director and each 
of the Directorates which will serve as the internal Agency Classification/ 
Declassification Review Committee in compliance with Executive Order 11652, 
The first order of business for this board should be the development of a system 
and structure for the integrated administration and management of the archives, 
history, and records declassification systems. Regulations developed for pub- 
lication in time to meet the 1 June deadline of the Executive Order and implementing 
instructions are to be regarded as interim measures to satisly the immediacy of 
the deadline and serve to highlight the importance of immediate concerted effort 
to establish orderly and meaningful long-term programs. 


3. Considerable study and discussion have taken place of the Agency 
Historical Program and the Records Management and Archives Programs, This 
memorandum outlines a basic approach to the interrelationship of these three 
subjects in an effort to improve the Agency's performance in all these fields, 


Excleded trom eptomatre 
downgeaaing soe 
dectassitication 
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4. In essence, the three subjects all record our experience to make it 
available for future use as required. This use includes file searches for current 
operational support, briefing and training new personnel, answering press or 
congressional questions as to the Agency's role in earlier events and now must 
be extended to include compliance with the Freedom of Information Act and 
E.O. 11652. The problem is to design a system which will satisfactorily answer 
the needs of the future in these fields with a minimum expenditure of man-hours 
and funds at present, In these days of declining personnel ceilings, we obviously 
cannot dedicate large amounts of current manpower to making immediately 
available detailed answers to all contingent questions. On the other hand, some 
records have direct value to future operations, and certainly our need to handle 
press or congressional questions and comply with the law and executive directives 
warns us of the need to devote an appropriate effort in this direction, 


5. In our approach to this problem in this internally compartmented Agency, 
it is essential to decentralize much of the responsibility and most of the actual . 
effort. At the same time, this decentralization needs to be matched by a system 
which will indicate the degree to which minimum standards are met by all units, 
and a mechanism by which units can profit by interchange of experience and by 
sharing solutions, 


6. In our analysis we must clearly recognize different kinds of record 
material and the different purposes we expect them to serve, Some of our records 
are important basic reference tools, e.g., Cl files. Some are analyst working 
files of moderate life requirements. Some are formal publications of the Agency 
distributed elsewhere in the government with source Sanitization, Some are 
operational records and documents, and some of these are highly sensitive and 
must remain compartmented as well as classified, Some of our reviews of past 
events are essentially chronicles of these events, which have value to new arrivals, 
Some should be analytical reviews drawing lessons and conclusions. Our system 
should reflect these differences if it is to do the job needed. 


7. The following overall approach to this situation has been developed for 
implementation through the mechanisms indicated: 


a. Records Management 25X1 


(1) Effective records management is the foundation stone of 
any satisfactory action in these fields, as well as current operations 
depending upon effective records. It must be the subject of continuing 
and serious attention at all levels of the Agency. The Executive 
Director will report on it periodically to the Director and Deputy 
Director, and it will be reviewed semiannually with the Deputies, 
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(2) The Records Management Board will report its conclusions, 
recommendations, etc, (with any dissents) directly to the Executive 
Director. The present CIA Records Administration Branch, Support 
Services Staff, DDS, will be transferred to the Office of the Executive 
Director-Comptroler and will become a Secretariat for the CLA 
Records Management Board. The CIA Records Center will remain 
under the supervision of the Chief, Records Administration Branch 
in the Office of the Executive Director, The Records Management 
Board will make semiannual reports to the Executive Director, out- 
lining the status of the Agency's Records Management Program, any 
problems it is experiencing, and its recommendations for improvement 
of the program (including reports on records management to be sub~ 
mitted by the Directorates), The Executive Director will consult with 
the Deputy Directors before implementing any such recommendations, 


(3) The Records Management Board will furnish a nonvoting member 
to the Agency Information Processing Board, with authority to submit 
agenda items and recommendations to the Information Processing Board. 
He will particularly bring to the attention of the Information Processing 
Board those aspects of the Agency's Records Management Program 
which should be considered by the Information Processing Board, with 
any recommendations for support of the Agency Records Management 
Program requiring Information Processing Board action, He will 
Similarly make available to the Records Management Board all infor- 
mation coming before the Information Processing Board which might 
be of value or be appropriately considered by the Agency Records 
Management Board and its members, 


(4) The Records Management Board will develop recommendations 
as to categories of Agency records (such as the categories in paragraph 6 
above, plus any others deemed appropriate) and as to specific guidelines 
for the selection, retention, and declassification of records in these 
categories. ‘These guidelines should also, where appropriate, include 
time periods for retention and declassification by category and indicate 
disposition thereafter, and include appropriate measures to comply 
With legal and executive requirements for retention and declassification. 
In particular, recommendations should be made as to the identification 
of categories which might appropriately be retired as classified govern~ 
ment documents under GSA auspices or passed to the National Archives, 
rather than held solely under CIA contro] to protect intelligence sources 
and methods. 
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(5) The Records Management Board will serve as the forum 
for recommendations for declassification, Agency contributions to 
other Agency historical programs and other interagency problems 
involving the Agency's records. In this process, coordination will 
be made as appropriate with the General Counsel, the Director of 
Security, etc, . 


b. Archives 


(1) Each unit submitting an annual report (see below) will 
identify its key documents and files for permanent inclusion in 
Agency Archives, The Records Management Board will develop 
the system or systems by which such documents will be identified 
on a systematic basis during the year and indexed for later access 

and declassification review as an clement of the Records Management 

Program. Annually, each unit will make an overall review to ensure 
that the documents marked for archival retention are neither excessive 
in detail, inappropriately classified nor incomplete through omissions, 
A certificate to this effect will accompany the unit's Annual Report, 
and the Agency Archivist will report any problems in this process to 
the Executive Director through the Records Management Board, 


(2) An Agency Archivist will be appointed to supervise the 
Agency's Archives Program and will report directly to the Executive 
Director. He will be a member of the Agency Records Management 
Board and will coordinate the execution of the Archives Program 
through this Board. He will also work in close coordination with the 
Agency Records Management Officer and the Agency Historian, 
Axchivists will be appointed by the Deputy Directors in their 
Directorates to supervise this program in the Directorate. These 
officers will be of senior grade, although they may be appointed.as 
Directorate Archivist in addition to other duties, They will be 
assisted by the Directorate Records Management Officers. The 
Agency and Directorate Archivists Will supervise compliance with 
overall Agency Archives regulations to be drawn up and issued 
after consultation with the Deputy Directors. A semiannual report 
to the Executive Director on the Archives Program will be prepared 
and coordinated with the Records Management Board. 


(3) Arrangements will be made for the segregation of archival 
docuinents from those held for records purposes, in order to permit 
the automatic retirement and disposition of records without logs of 
key atchival documents. Archives will be physically held by the 
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The major thrust of the Agency Historical Program will be placed 
on the development of analytical histories of important Agency activities 
and operations. The "Office History” approach to date, which has been 
largely successful in bringing our history up to 1965, will no longer 
be the major focus of the program, as the chronicling of future Agency 
activity will take place under the Annual Report system outlined below. 
Thus, future Agency histories will take major subjects of Agency 
activity and analyze the ways in which the various elements of the 
Agency worked together to produce the overall Agency contribution 
to the operation in question. There will be some situations in which 
a single element of the Agency provided all or most of the Agency 
participation in any one activity. There will be occasions also when 
Sensitivity will require that any analytical review of an operation be 
conducted in a most restricted fashion, This will apply to many 
Clandestine Service histories, Priority will be given to establishing 
the basic Agency history of the more prominent operations and 
activities in which the Agency has been engaged, e.g., Cuban Missile 
Crisis, Bay of Pigs, War in Vietnam, War in Laos, ‘Congo Operations, 
U-2 Operations, etc. » With particular attention to lessons derived 
from these experiences, These histories should also be indexed in 
a fashion to permit their use to provide immediate response to public 
or congressional inquiries on these prominent events to the extent 
feasible. Histories will in the future depend upon Annual Reports 
for general chronicle and upon the Archives Program for identification 
of key documents. The Agency Historian will be an ex officio member 
of the Records Management Board, will report directly to the Executive 
Director, and will work in close coordination with the Agency Archivist 
and the Agency Records Management Officer, 


d. Annual Reports 


(1) To provide the necessary chronicle of the Agency's activities 
at minimum expenditure of effort, a system of annual reports of the 
units and offices of the Agency will be developed. These will be 
submitted to the next senior command level for review and then held 
by the originating unit, with a copy incorporated in the Agency's 
Archives. The annual report will be compiled during January, 
covering the previous calendar year, The identification of the 
elements to submit these annual reports and an outline of their 
format will be developed by the Agency Historian for the Executive 
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Director, in coordination with the Deputy Directors. These may 

include significant contractor units, when these played a Significant 

role in Agency programs or operations, These annual reports should 
highlight major accomplishments, major problems and overall con~ 
clusions and recommendations for future action in the unit itself or 

by elements supporting or associated with it. As required, compart~ 
mented annexes can be compiled and held Separately covering particularly 
sensitive events, . 


(2) In many areas it will be essential to produce one-time reports 
to cover the years from 1965 (or the most recent history) to the current 
Annual Report, This will be undertaken by units identified to submit 
future Annual Reports. In those situations in which an overall Agency 
history to be produced will cover the period in question, a separate 
Annual Report need not be developed (e.g., the War in Laos, the 
War in Vietnam), as the necessary chronicle and Archives can be 
developed at the same time as the analytical history. In other cases, 
however, a one-time effort to catch up to the current annual report 
system will be necessary, and this will be undertaken by the unit in 
question. Staff supervision of this activity will be provided by the 
Agency Historian and Archivist. 


e. Classification and Declassification 
ee tas Stic ation 


The Records Management Board will be the focal point for the 
Agency's implementation of the classification and declassification 
procedures required by Executive Order 11652. The Board will 
coordinate as required with the Genera] Counsel, the Director of 
Security and others in carrying out this responsibility. The CIA 
General Counsel is designated under Section 7 of this Order as the 
Agency representative to the Interagency Classification Review 
Conimnittee, acting under the supervision of the Executive Director, 


W. E. Colby 
Executive Director-Comptroller 


cc: Inspector General 
General Counsel 
Director of Security 
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18 May 1972 


MEMORANDUM FOR: Executive Director-Comptroller 


SUBJECT: Executive Order 11652 


1, As we have discussed in the past, Executive Order 
11652 on Classification and Declassification of National Security 
Information and Material provides in section 7(B)(2) that the 
head of each department will designate a senior member of 
his staff who will ensure effective compliance with implementa- 
tion of the Order and also chair a departmental committee which 
will have authority to act with respect to the department's admin- 
istration of the Order. 


2. I believe I have mentioned that Mr. David Young, 
who is now announced as the Executive Secretary of the Inter- 
agency Classification Review Committee, told me the Depart- 
ment of State's Intra-agency Committee will probably be 
chaired by William B. Macomber, Jr., Deputy Under Secretary 
for Management. 


3. I hada telephone call from Joseph J. Leibling, 
Deputy Assistant Secretary of Defense for Security Policy, 
and we discussed this matter. I said we had not come toa 
final conclusion but that if State keeps it at the Macomber level 
we might have to name the Executive Director-Comptroller 
at least the nominal senior member responsible to act for the 
Agency. Mr. Leibling agreed and said in the light of this they 
may name his superior, Robert C. Moot, Assistant Secretary 
(Comptroller). 
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4. JI have nothing conclusive on the foregoing, but 
I will be glad to explore it further if you wish. If you are 
named, I assume the official responsible for the new proposed 
organization for records management, classification, declas- 
sification, and destruction, and who will report to the Execu- 
tive Director-Comptroller, would do the actual staff work — 


STAT 


involved. 
LAWRENCE R. HOUSTON 
General Counsel 
cc: DDS 
D/Security 
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TRANSMITTAL SLIP | 22 May 1972 


TO: : ‘ 
Mr. Coffe 


ROOM NO. BUILDING 


REMARKS: 


Recommend your signature. 


Robe . Wattles 


FROM: 


ROOM NO. BUILDING EXTENSION 


FORM NO 24] REPLACES FORM 36-8 


1FEB 55 WHICH MAY BE USED. 


